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BUPERS | NSTRUCTI ON 5070. 1

From Chi ef of Naval Personnel
Subj :  OPERATI ON AND USE OF SPI SHOCK TECHNI CAL LI BRARY

Encl: (1) BUPERS 5070/1, Request for Purchase of Library
Materi al s
(2) BUPERS 5070/2, Request for Interlibrary Loan
Materi al s

1. Purpose. To announce policy and procedures governing
operation and use of Bureau of Naval Personnel (BUPERS), Navy
Per sonnel Research, Studies, and Technol ogy Division (PERS-1)
Spi shock Techni cal Library.

2. Cancel | ati on. NAVPERSCOM NST 5070. 1A

3. Backqground. The Spishock Technical Library (hereafter
referred to as the library) is part of the Technical Prograns
and Adm nistrative Support Ofice, BUPERS (PERS-1). It contains
col l ections of books, reports, and periodicals and provides
access to Departnent of Defense (DOD) and commerci al dat abases.
Maj or subject areas included in the collection are: industrial,
organi zational, social, experinental, applied, and educati onal
psychol ogy; managenent; operations research; sociol ogy;
statistics; mlitary science; econom cs; conputer science; and

i nformation technology. The library is |ocated in Room 159,
Capodanno Buil ding 785, Naval Support Activity M d-Sout h,
MIllington, TN, and is open weekdays from 0900 to 1630 daily and
cl osed on Saturdays, Sundays, and Federal holi days.

4. Policy. The library is funded by its sponsors and custoners
for the primary purpose of supporting BUPERS (PERS-1) research
and devel opnent mi ssion. Library resources will also be made
available on a limted basis to other activities that maintain
an active Menorandum of Agreenent (MOA); however, m ssion

requi renents of BUPERS (PERS-1) shall take precedence in terns
of acquisitions, circulation, and services.
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5. Pr ocedur es

a. Acquisition and coll ection devel opnent

(1) Selection of acquisitions for print, non-print, and
el ectronic materials to develop the library collection is shared
jointly by patrons and library staff. Users are encouraged to
submt requests for library acquisitions. Enclosure (1) is
available in the library for this purpose.

(2) Requests from BUPERS (PERS-1) staff for paid
subscriptions to periodicals shall include at |east tw nanes of
i ndividuals who will use the journal, be endorsed by the
Institute Leader/Staff O fice Director, and then be forwarded to
the Technical Librarian for evaluation by the library conmttee
before procurenent. Requests from other codes or activities
with which the library has an active MOA shall include at |east
two names of individuals who will use the journal and then be
forwarded to the Technical Librarian for evaluation by the
[ibrary commttee. The library commttee weighs the follow ng
factors when consi dering approval of new journal requests:

(a) Appropriateness of the title for the collection.

(b) Nunber of interlibrary loan (ILL) requests for
articles fromthe journal

(c) Presence of related titles in the library.
(d) Subscription costs.

Not e: |f funds are not available, all recommendati ons are
hel d until new appropriations are received.

(3) Books determned to be necessary for m ssion
acconpl i shnment may be retained, indefinitely, in BUPERS (PERS-1)
departnental collections. These itens will be purchased by the
BUPERS, Technical Prograns and Adm nistrative Support Ofice
(PERS- 1C) using funds fromthe requesting Institute/ Support
Code. Records for these titles will be added to the library
catal og for accountability purposes, and a 10-day checkout
privilege will be allowed for BUPERS (PERS-1) staff subject to
the needs of the purchasing Institute. Books requested for
departnental loans will be checked out to the user requesting
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the item An annual inventory will be conducted on these itens,
and materials, which cannot be | ocated, nust be replaced or

rei nbursenent nmade to the governnment. Books will be returned to
the library if they are no | onger required by the departnent or
upon the departure of the borrower fromthe organi zation.

(4) Gfts and donations of materials are wel coned and
accepted. The library reserves the right to select and retain
only those itens that neet collection devel opnent criteria.

(5) Materials purchased with BUPERS (PERS-1) library
funds shall include those requested or recommended by users, as
wel | as those selected by the Technical Librarian. For
materials required for the exclusive use of a requester, it nmay
be necessary for the requester to fund the purchase. Library
staff shall determ ne nost efficient nmeans of acquisition in
such cases.

(6) Al published and el ectronic sources of materi al
purchased with library funds or sent on distribution to BUPERS
(PERS-1) (and not addressed to a specific individual) shall be
turned over to the Technical Librarian. Upon receipt, the
Technical Librarian wll prepare the itemfor use and announce
its availability.

b. G rculation and Control

(1) Borrowing privileges are granted to BUPERS ( PERS-1)
staff, sumer faculty, contractors, and other enpl oyees of
activities wwth which the library has an active MOA. Sponsors
must check out materials for student interns/contractor students
participating in BUPERS (PERS-1) prograns.

(2) BUPERS (PERS-1) staff may check out no nore than 20
itens, each for a period of 90 days with one renewal for an
additional 90 days. Itens nust be brought to the library to be
renewed. Requests for |onger checkout periods wll be submtted
in witing and reviewed by the library commttee on a case-by-
case basis. Checked out itens are subject to recall after 30
days. The borrower will be given 10 days to return the itemto
the library, and the requester will be limted to a 10-day
checkout period, unless the original borrower no | onger needs
the item Enployees and users fromactivities with which the
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library has an active MOA may borrow no nore than five itens,
each for a period of 1 nonth

(3) Journals and reference nmaterials do not circul ate,
but may be checked out on a case-by-case basis.

(4) The person to whoman itemis |oaned is responsible
for that itemif it is not returned. Loaning itens to another
user does not elimnate responsibility of original borrower.

(5) Due to privacy regul ations, nanes of individuals to
whoman itemis |loaned will not be released to other borrowers.
Li brary may contact the user and request materials to be
returned.

(6) Overdue notices are sent to individuals, as courtesy
rem nders, that nmaterials checked out have not been returned on
t he date due. An overdue notice will be sent the first week
after the due date. If material is not returned within the next
2 weeks, a second notice will be sent. If materials are not
returned within 1 week after the second notice, BUPERS
(PERS-1C), or designated point of contact in the case of
enpl oyees of activities wwth which the library has active MAs,
wll be notified, and circulation privileges my be suspended.
(See paragraph 5b (8)).

(7) Keeping ILL materials past their due date
j eopardi zes borrow ng privileges with other institutions;
therefore, no further materials may be checked out until an
overdue |LL has been returned.

(8) It is a patron’s responsibility to replace or
rei mburse the governnent for any |ost, damaged, or destroyed
itens. |If an identical itemis no | onger available, an item of
equal value, on the sane topic, will be accepted. Wen an item
checked out to a BUPERS (PERS-1) staff nenber is [ost, the
patron and BUPERS (PERS-1C) w Il be informed of cost and
availability of item or a suggested substitute item \Wen an
item checked out by an enpl oyee of an activity with which the
library has an active MOA is |ost or danmaged, the designated
poi nt of contact will be notified.

(9) Al departing BUPERS (PERS-1) staff and enpl oyees of
activities wwth which the library has an active MOA nust check
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with the library to verify record cl earance before | eaving.
Lost or damaged materials nust be replaced or reinbursenent nade
to the governnment before records will be cleared.

c. Interlibrary Loan (ILL)

(1) ILLs provide access to materials throughout the world
by |l ocating and borrowi ng materials not owned by the |ibrary.
It is alibrary-to-library transaction and is regul ated by
Copyright Law (17 U.S.C. ) and policies of the American Library
Association Interlibrary Loan Code. |ILL services are avail able
to BUPERS (PERS-1) staff only, and requests nust be for materia
in support of research, studies, or other m ssion-rel ated tasks.
Request for ILL materials (enclosure (2)) is available in the
library.

(2) Delivery time for materials ranges froma few days
to several weeks depending on location and availability of the
itemat other libraries. Sufficient tinme should be given to
allow for receipt of itens by the tine needed. The patron
borrowing the itemis responsible for its safe return. 1In the
event that an itemis |ost or damaged, the borrower is
responsi bl e for replacenent costs.

(3) The library will contact the lending library and
arrange for a loan of the required material. Library staff wll
notify the borrower when material arrives and will return
borrowed material to lending library no |ater than the date due.

(4) Copyright restrictions affecting photocopying of
materials are strictly observed. Energency requests may be
processed by facsimle.

(5) Borrowers nust pronptly collect, use, and return |ILL
material prior to the due date set by the lending library.
Items not picked up by the requester fromthe library prior to
the due date will be returned to the lending library and will be
borrowed again only under unusual circunstances. Borrowers w ||
be responsible for paynent of charges assessed by a | endi ng
library for lost or overdue material.

d. Contractor Access
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(1) BUPERS (PERS-1) contractors wearing Departnent of
Def ense (DOD) picture badges will be authorized access to
library services as follows:

(a) Access to library collection of books, reports
(with limtations), and journals.

(b) Ready-reference assistance in locating library
material s.

(c) Access to library’'s databases.

(2) BUPERS (PERS-1) contractor personnel will be
aut hori zed to check out library materials directly, provided
their sponsor has filed a |letter of sponsorship and
responsibility with the library. |If no sponsorship letter is on
file, materials to be used by the contractor nust be checked out
by the sponsor. Materials checked out to BUPERS ( PERS-1)
contractors will have | oan periods of 90 days for books and
reports. Contractor loans will be renewabl e for another 90 days
provided there are no holds on the item Sponsors w |l provide
library with advance notice of term nation of enploynent.
Li brary will provide sponsor with a list of all materials
checked out to contractor. Sponsor will be responsible for al
mat eri als not returned by contractor.

e. Ref erence Servi ce

(1) Library maintains dictionaries, handbooks, manual s,
directories, and other reference books in the fields of social,
experinmental, applied, industrial, organizational, and
educati onal psychol ogy; education; managenent; statistics;
mlitary history; sociology; operations research; econom cs;

i nformation technol ogy; and conputer science.

(2) Available services include: instruction in use of
reference materials; location of factual information;
identification of bibliographical data; directory information;
searching the online catal og, internet, and CD-ROM dat abases;
and other simlar retrieval queries. These services are
provided as library staff tine and resources allow, w th BUPERS
(PERS- 1) enpl oyees taking precedence. |n-depth assistance or
performance of extensive conputerized literature searches is
avai |l abl e to BUPERS (PERS-1) enpl oyees only.
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f. Online Public Catal og. Access to the library catalog is
provided through termnals in the library and via the |Internet
at http://69.63.217. 2/ NLOOO6St af f/ OPAC/ | ndex. asp. Thi s user-
friendly software affords quick and easy identification and
retrieval of all material as well as links to online resources.

g. End-user Search Services. Wb-based access to dat abases
of fers users the opportunity to fornmul ate and conduct self-
directed conputer literature searches. W rkstations in the
library and desktop access are avail able for bibliographic
searching. The library offers access to ABI/Inform Defense
Technical Information Center (DTIC), MIlitary Database,

Psycl NFO, and many Online Conputer Library Center (OCLC)
Fi r st Sear ch dat abases.

h. Self-service Photocopying in the Library

(1) Use of the library copier is limted to BUPERS
(PERS- 1) enpl oyees, including BUPERS (PERS-1) student interns/
contractors, for any work-related itens and to enpl oyees of
activities wwth which library has an active MOA for materials
related to their library use.

(2) Posted copyright regul ations shall be foll owed.

6. Library Commttee

a. BUPERS (PERS-1) staff nenbers shall conprise the
majority of the library commttee. Additionally, one
representative fromeach major activity with which the library
has an active MOA may serve on the commttee, up to a tota
menbership of 10. The Library Conmttee is chaired by the
Technical Librarian. Institute Leaders/Staff Ofice Directors
wi || appoint BUPERS (PERS-1) nmenbers. Oher nmenbers will be
appointed by their activities. Mnbers will speak wth
authority for their constituency. The commttee’'s
responsi bilities include:

(1) Serving in an advisory capacity to BUPERS
(PERS-1), on matters of concern to the user community.

(2) Monitoring progress of |ibrary programand conveyi ng
its findings to Director, BUPERS (PERS-1).


http://69.63.217.2/N10006Staff/OPAC/Index.asp
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(3) Analyzing and, as appropriate, conveying to BUPERS
(PERS-1C), and the Technical Librarian recomendati ons on BUPERS
(PERS-1) requirenents for technical information and services.

(4) Review ng subscription |ist annually, making
recommendations on titles to be added and deleted. Library
commttee nenbers are responsible for making reconmendations in
their individual subject fields for journal titles to be
retai ned permanently in the library collection, as well as
titles to be added or deleted to neet BUPERS (PERS-1's) changi ng
program requirements.

(5) Conducting special studies relating to library
servi ces, as requested.

7. Action

a. The library staff wll establish and maintain procedures
for lending, controlling, and publicizing materials acquired by
the library.

b. The library staff will initiate action on request for
purchase or ILL of materials.

c. The library staff wll assist enployees in nmaking
maxi mum use of library materials and services.

d. BUPERS (PERS-1) Institute Leaders/Staff O fice Directors
and other participating activities wll be responsible for
appoi nting a person fromeach organi zation to be a nenber of the
[ibrary commttee.

e. Participating activities will designate a point of
contact to serve as coordinator in executing this instruction
and MOAs.
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8. Fornms. BUPERS 5070/1 (06-06), Request for Purchase of

Li brary Materials and BUPERS 5070/ 2 (06-06), Request for
Interlibrary Loan Materials, are avail able online at

https://ww. npc. navy. m | / Ref erenceli brary/ For ns/ NAVPERS/, and in

the library.

D. A GOVE
Rear Admral, U S. Navy
Commander, Navy Personnel Conmand

Di stribution:
El ectronic only via BUPERS Wb site
http://buperscd. technol ogy. navy. m |
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REQUEST FOR PURCHASE OF
LIBRARY MATERIALS

1. PROVIDE ALL BIBLIOGRAPHIC INFORMATION AVAILABLE.
|:| BOOK jAUTHOR, TITLE, PUBLISHER, FUBLICATOIN DATE, ISBM)

SUFFONTING DIRECTIVE BUPERSINET 527014

|:| REPORT (4D NUMBER AND TITLE OR AUTHOR, TITLE, SOURCE, DATE)

|:| JOURNAL (TITLE, PUBLISHER, VOLUME, YEAR, ISSN)

PLEASE ATTACH A COPY OF THE CITATION OR ADVERTISEMENT

AUTHOR:

TITLE:

PUBLISHER:

DATE:

ISBN/ASSN/AD NUMEER:

2. ESTIMATED PRICE:

3. NUMBER OF COPIES:

4. REQUESTED BY {MAME AND CODE):

5. APPROVED BY (SIGNATURE OF PROJECT DIRECTOR, IF COST INVOLVED

6. DATE APPROVED:

RANPEDRS SO0 j0e-08|

Encl osure (1)
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REQUEST FOR INTERLIBRARY
LOAN MATERIALS

SUFFONRTING DECTAVE BUPERSINST S000 14

1. PROVIDE ALL BIBLIOGRAPHIC INFORMATION AVAILABLE.

|:| BOOK jAUTHOR, TITLE, PUBLISHER, PUBLICATOIN DATE, ISBN)

|:| JOURNAL ARTICLE (MiTLE, PUBLISHER, VOLUME, ISSUE YEAR, ISSN, FPAGES)

JOURNAL/BOOK TITLE:

AUTHOR:

ARTICLE/CHAPTER TITLE:

PUBLISHER:

PUBLICATION DATE: VOLUME: NUMEER: PAGES:

ISEN/ISSN/AD NUMBER:

COPYRIGHT RESTRICTION

THE COPYRIGHT LAW OF THE UNITED STATES (TITLE 17, UNITED STATES CODE)
GOWVERNS THE MAKING OF PHOTOCOPIES ©OR OTHER REPRODUCTIONS OF
COPYRIGHTED MATERIAL. UNDER CERTAIN CONDITIONS SPECIFIC IN THE LAW,
LIBRARIES AND ARCHIVES ARE AUTHORIZED TO FURNISH A PHOTOCOPY OR OTHER
REPRODUCTION. ONE OF THIESE SPECIFIED CONDITIONS 1S THAT THE PHOTOCOPY OR
REPRODUCTION IS NOT TO BE "USED" FOR ANY PURPOSE OTHER THAN PRIVATE STUDY,
SCHOLARSHIP OR RESEARCH." IF A USER MAKES A REQUEST FOR, OR LATER USES A
PHOTOCOPY OR REPRODUCTION FOR PURPOSES IN EXCESS OF "FAIR USE,” THAT USER
MAY BE LIABLE FOR COPYRIGHT INFRINGEMENT.

2. NAME AND PHONE NUMBER:

3. DATE:

HAWPERS SO0 (00|

Encl osure (2)
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